
Offer 
Situational 
Telework

Yes

No

Is On-Site Work 
available ?

Offer Work  
On-Site 

Yes

No

Why is Employee 
unable to Work ?

No

Working Regular Job & 
Regular Duties (Normal 

Departmental Reporting)

Were (0T) Excess hours 
related to COVID-19 ?

If Yes return to (3) add PT 
& EO transfer codes.

Was work Front Facing 
or Back Office ? 

Yes

No

Absence related 
to COVID-19 ?

Healthcare provider 
Directed Quarantine ?

No

Employee or Family 
Member ?

Is this for Childcare ?

No

No

Yes

Use Reason Code: CHLDCARE

Yes

Covered under eFMLA

Has Employee Exhausted 
FFCRA - 80 Hours Paid Sick Leave ?
(Pro-rated for PT & Temps)

Use Paycode : 
FFCRA - 80 Hours Paid Sick Leave

No

Yes

Is this for Childcare ?

No

Yes

No

Covered under eFMLA

Can Work be done 
Remotely ?

(2) Telework 
Reason Code to 
Hours Worked

Type of Work

No

Yes

Employee

Family Member

Yes

Timekeeping Memo Flowchart as of  7/5/2020 - future
*Companion to Timekeeping Memo / should not be used without consulting Timekeeping Memo

Yes

(16) Employee 
being Tested for 

COVID-19

(15) Is Employee 
Status 

“Temporary”

(7)
Use Paycode : 
Admin Leave - 

Cnty Facilty Clsd

(3) Was Work related to 
COVID-19 event ?

* authorized  by OEMHS
add PT & EO transfer codes.

(5) Employee 
Detailed to other 

Dept

(6) Employee re-
deployed from Reg 
Job to tasks directly 

related to supporting 
COVID-19 Event 

(17) Employee 
acting as COVID-19 
Test Coordinator

(13) Public Safety 
Management Time 

Reporting

(4) MLS + ?A 
Reporting Unpaid 

time for tasks related 
to COVID-19 Event

(1A & 1B)  Add 
appropriate On-Site 

Differential 
(OT or Reg)

(8B) Employee or 
Family Member 

experiencing 
symptoms + seeking 

Medical Care 

(12A) Absence 
not COVID-19 

Related

(12C) Employee 
declines available 
work (On-Site or 

Telework)

(12B) Self Directed 
Quarantine 

(no supporting  
documentation)

(12D) Employee 
unable to work due to 

School Closings / 
Daycare Closing

(9) Use FFCRA – 
Childcare with
Reason Code : 

CHLDCARE with 
FMLA

(8A) Employee 
Quarantined

(8C) Employee has 
Bona Fide need to 
care for individual 

subject to 
Quarantine

(11) At Risk Family 
member / 

Employees with 
Disabilities 

* CDC guideline 

(10) Use Admin 
Leave Other with

Reason Code: 
ADMCOVID

(8D) Employee unable to 
work because of Bona fide 

need to care for a child 
whose school or childcare 

provider is unavailable

Did Employee 
Accept Work ?

(12) Personal 
Leave Type

FFCRA Reasons:
8A
8B
8C
8D

Yes

Footnotes
(#) Refers to the example number in the timekeeping memo.

Note 1 - Temporary Employees - See Example 15 for applicability.
Note 2 - FFCRA does not apply to IAFF and FOP members.
Note 3 - DOCR (Dept 42) is not eligible for eFMLA after 9/5/2020.  

Created 9/9/2020

No

Yes

Yes
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